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INTERDEPARTMENTAL FOREIGN INFORMATION ORGANIZATION 


MEMORANDUM 


FROM? 

SUBJECT: 


General Marguder 
Admiral Stevens 
Mr, Wlsner 
General McClur® 

Mr, Sheppard 
Mr, Berding 

Edward w. Barrett 

Procedure for Board Meetings 


j.. . ^ circulating this memorandum with a view to 6 kd®= 

board ®® e tingSo In SrdeTtS P 
h^f tl0n effectively, it is clear that the board should 

prepared meetings with procedures which 
insure good paper work in advance, precise agendas and 

follow«up ©» action decisions , With your concurrence a 
I propose that we adhere to the following procedures g 


/ in my 1 QffieI^ lar meetings to be he3Ld m Mondays ■ at 4 p Q m, 

_ Meetings will normally be limited to one hour and 

fLlS” ° . . Exce Pj . f matters of immediate urgency, important 

ems .^ i@h are completed within the normal time 
i will be carried over to a special meeting^ 

/ Me Special meetings may be called by the Chairman on 

upon the request of any member , When 
possible, these will be held Friday^* at 4 p,m t > 

/ aA * J he agenda for meetings will be circulated at least 

f? ?? urs in advance; normally on the Friday morning pre~ 

«y morning pre~ 

. Members desiring fc@ propose items for the avendV " 

should notify Mr, Stone before the close of business^ the 
Thursday preceding the regular Monday meeting or 48 hours 
in advance of special meetings, ^ ow ® 
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6 0 Any papers requiring action or necessary for the 
ednducfe of meetings will be distributed as far in advance 
of meetings as practicable, or with the agenda* 

?<, Each agenda will carry as regular items s 

a o Written or oral reports on current projects 
(planning or operations) by members, liaison 
representatives or staff representatives. of 
departments and agencies* 

b. Written or oral reports on policy guidance matters 

8 0 The above reports will be identified whenever 
possible as being for (a) information, or (b) action* 

9* Members proposals which call for action should 9 
whenever possible be submitted in written form* 

10* Minutes of meetings '.should provide a record of 
©otters discussed, decisions rerched and action assignedo 
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